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OVERVIEW:
The Eisenhower Matrix, also known as the Urgent-Important 
Matrix, is a time management tool that helps prioritize tasks 
based on their urgency and importance. 

Named after Dwight D. Eisenhower, the 34th President of the 
United States, who is said to have used this principle to organize 
his tasks, it was later popularized by Stephen Covey in his book 
“The 7 Habits of Highly Effective People.” 

STEPS FOR USING THE METHOD
1.	 List All Tasks: Write down all the tasks you need to accomplish.

2.	 Categorize Each Task: Determine whether each task is Urgent, Important, both, or neither, and place it in the corre-
sponding quadrant of the matrix.

	y Quadrant 1: Urgent and Important (Do these tasks immediately).

	y Quadrant 2: Important but Not Urgent (Schedule these tasks).

	y Quadrant 3: Urgent but Not Important (Delegate these tasks if possible).

	y Quadrant 4: Neither Urgent nor Important (Eliminate these tasks).

3.	 Prioritize Your Tasks: Focus on completing tasks in Quadrant 1 first, then move to Quadrant 2, and so on.

4.	 Review and Adjust: Regularly review your matrix to adjust task priorities as needed.

PROS:
	y Enhances Prioritization: Clearly identifies which 

tasks should be done first to manage time effec-
tively.

	y Reduces Stress: By organizing tasks based on 
priority, it can help reduce feelings of overwhelm.

	y Improves Productivity: Encourages focusing on 
tasks that align with long-term goals and values.

WHEN TO USE:
	y Daily Planning: To organize and prioritize daily tasks 

and responsibilities.

	y Project Management: When managing multiple 
tasks and deadlines for a project.

	y Strategic Planning: For aligning daily activities with 
long-term goals and objectives.

CONS:
	y Oversimplification: Some tasks may not fit neatly 

into one category, making prioritization challenging.

	y Neglect of Quadrant 2: Important but not urgent 
tasks may be perpetually postponed.

	y Rigidity: The static nature of the matrix may not 
accommodate rapidly changing priorities.

WHEN NOT TO USE:
	y In Highly Dynamic Environments: Where task priori-

ties change frequently and rapidly.

	y For Deeply Creative Work: Where the division 
between urgent and important may hinder the 
creative process.

	y When Flexibility is Required: In situations where 
rigid prioritization may lead to missed opportunities 
or a lack of adaptability.
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WHAT IS URGENT / IMPORTANT?
Defining “urgent” and “important” can be challenging, but it’s crucial for effectively using the Eisenhower Matrix. Here are 
some points to consider when classifying tasks:

Urgent Tasks:
	y Immediate Consequences: Consider if there will be immediate negative consequences if the task is not completed 

soon. Urgency often comes with time-sensitive deadlines that are linked to external factors.

	y Short-term Impact: Tasks that require immediate attention to prevent escalation or to meet short-term objectives 
often fall into this category.

	y Perceived Pressure: Sometimes, urgency is driven by external pressure from colleagues, clients, or superiors. 
Distinguish between true urgency and tasks that are only urgent because someone says they are.

Important Tasks:
	y Long-term Value: Evaluate the potential long-term impact of completing a task. If it brings you closer to your 

personal or professional goals, it’s likely important.

	y Alignment with Goals: Tasks that directly align with your strategic objectives, personal values, or career ambitions 
typically qualify as important. These are tasks that contribute significantly to growth and development.

	y Contribution to Success: Consider whether the task will have a substantial effect on your success or the success 
of your projects. Important tasks often have outcomes that lead to progress and improvement.

Deciding Between Urgent and Important:
	y Prioritize Important Over Urgent: Try to focus on tasks that are both urgent and important first, but prioritize 

important tasks over those that are merely urgent. This approach ensures that your efforts contribute to mean-
ingful goals, rather than just extinguishing fires.

	y Delegate or Delay: For tasks that are urgent but not important, consider delegating them to others. Tasks that are 
neither urgent nor important should be reviewed to determine if they are necessary at all; these often can be post-
poned or eliminated to free up more time for what truly matters.

Regular Review: 
Circumstances can change, and so can the urgency or importance of tasks. Regularly review your tasks to adjust their cate-
gorization as needed. This dynamic approach allows you to stay flexible and responsive to changes in your environment 
and priorities.
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template: the eisenhower matrix

NOTES:

DATE:

URGENT / IMPORTANT NOT URGENT / IMPORTANT

URGENT / NOT IMPORTANT NOT URGENT / NOT IMPORTANT


